

	

Invitation to Tender


Ref: ST/[TENDER or PROJECT NO]:/[SUBCONTACTOR INITIALS]/0

DATE

EMAIL & POST (email address)

INSERT SUBCONTRACTOR NAME
INSERT SUBCONTRACTOR ADDRESS
INSERT SUBCONTRACTOR ADDRESS
INSERT SUBCONTRACTOR ADDRESS
INSERT SUBCONTRACTOR ADDRESS


Dear [INSERT FIRST NAME],

Re:	Invitation to Tender – PROJECT NAME, ADDRESS/AREA
Package - [Enter package reference i.e. roofing]

In regards to the above mentioned project, we would like you to tender for the [ENTER works description i.e. design, supply, install, test and commission the roof finishes] in accordance with the tender documentation and information listed below. 
 
The XXXX works include:
 
1) [LIST ANY SCOPE SPECIFIC ITEMS HERE]

The above list is not explicit and the Sub-Contractor is to satisfy themselves with the tender documentation to ensure all items and scope have been allowed for within their tender submission.  

	Tender Details:

	The Works:
	Enter description of the main contract works (i.e. “The refurbishment of XX to provide 8 new luxury 2 bedroom apartments”)


	The Sub-Contract works:      

	Enter description of the sub-contract works (i.e. “The design, supply, and installation of the roof finishes)


	Scope of Works:
	As per tender specification, drawings, and documents


	Pricing Schedule:
	Either: “Refer to Subcontract Sum Analysis in Appendix 3.0” or “Not Available – Specification and Drawings


	Quotation Return Due Date:
	DAY MONTH YEAR [AIM FOR A MINIMUM OF 2 WEEKS FOR TENDER RETURN]


	Documents to be Included Within Tender Return
	1) Signed Form of Tender document 
2) Quotation
3) Indicative Programme & Lead-ins
4) Proposals
5) Insurance Details / Certificate
6) Tax / CIS details

	Contract Particulars:

	Form of Main Contract:
	Enter if applicable (i.e. JCT Standard Building Contract with Contractor’s Design 2016)


	Date of Possession
	DAY MONTH YEAR


	Date of Completion
	DAY MONTH YEAR


	Overall Period on Site
	XX weeks

	Sub-Contract Details:

	Form of Contract:
	JCT Sub-Contract [With or Without Design Responsibility] [with amendments]– document enclosed for reference

	Interim Payments:
	XX Days

	Retention:
	5%

	Liquidated and Ascertained Damages:
	£X,XXX.XX per week or part thereof

	Defects Liability Period:
	12 Months from Date of Practical Completion of the Main Contract Works

	Commencement:
	MONTH YEAR


	Completion:
	MONTH YEAR


	Preliminaries & Preambles:
	To be requested by the Sub-Contractor


	Specification & Drawings:
	As per attached documents and or [Include file link if applicable (i.e. dropbox link)]


	Insurance Cover:
	The Sub-Contractor is to provide and maintain the following insurance cover:

1) Public / Product Liability Insurance: £5million
2) Employers Liability Insurance: £10million
3) Professional Indemnity Insurance: £2million (N.B. Expiry of required period of CDP PI insurance:12 years)
4) Contractors all Risk Insurance: £XXX,XXX
5) Cover for asbestos claims: £XXX,XXX
6) Cover for pollution and contamination claims: £XXX,XXX


	Collateral Warranty:
	Either “Required for CDP / Design items” or “N/A”




Prior to commencement on site the following documentation will be required:
 
1) Job specific method statements and risk assessments.
2) Relevant training certificates, CSCS, CITB etc, Health and safety policy
 
We look forward to receiving your quotation, however should you have any queries, please do not hesitate to contact the undersigned.

Yours sincerely,
For [INSERT COMPANY NAME] 



[INSERT NAME]
[INSERT POSITION]



[INSERT COMPANY NAME], [INSERT COMPANY ADDRESS]
		283924986.1
